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2. Division or Bureau of Requesting Agency

3. Authorization Requested

A

(Check only one of the squares below).

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. HISTORY CARPS ~-
A' • •

Siset 3" x 5*
Dates. V?3$
Quantity! 6 drapers active, 3B drawers inactive

(total, ? cubie feat)
File Arrangeaants By type of license and alphabetical thereix
Annual Acctsaulaticns lass than | ctfcie foot

A history card, for each license is maintained by the Board* It shots
name, address, school, type of license, examination data and grade,
dates of license renewal end the nflafcer of the license issued* This
record stoat be retained permanently to jneot statutory requireaanta
(Art. U3» Sec* &7» Annotated Code of m . , 1957 Ed*}. In 1 9 U a
group of these history cards ware lost at the ties the Board offices
were moved from Annapolis to Baltimore, the exact sus&er of cards
lost is not bnotns, hewevsr the names of the individuals oa the lost
eards can be ascertained by reference to the Inspection Sutsaary Card*
The Inspection Cards for this period will also be retained poraanent*
ly <Item 5 ) .
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7. Agency, Division or Bureau Representative

^ /L'

J Signature
/ / /3//fJ~~

Title / / Date

^Schedule Authorized as
^^Records Commission.

/ / Date '

Indicated in Col. 6 by Hatl of

Archivist \p-

Disposal Authorized as
Public Works.

NOV 9 1959
Date

Indicated in Col.6 by Board of

Secretary / ^ /
i
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2. APPLICATIONS

Sl29« 8j" % 11"
Datest 1950 • -
Quantity* 13 drawers (20 cubic feet)
File Arrangement: By year and by type end alphabetical

therein
Annual Accussulationi $ cubic feet
Disposable Amount i $ cubic feet
Auditt state

Although there are 22 categories of annual licenses issued by the
Board there are only four fores used for original applications and
two for renewal of licenses* All applications are notarized and
the fee indicated.
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RECOKHaroATIONj

UCSN3SS

nmxm FOR FITS YEAHS OR UNTIL AUDITED, WHICHEVSI
1$ U3m, A9D THEN DB3TR0T.

Siset 5" x 8°
Sateat l«50 • -
Quantitys lit drawers plus $ cubic feet (total 13 cubic

feet)
File Arrangesant* By year end by type end numerical there*

in
r̂û nni Aocuntolationj 2 cubic f e e t

Disposable Amounts 1* cubic f e e t
Audits State

The Board retains a carbon copy of each annual l icense issued* The
Hcerawi i s poremrabsred and required for audit .

RS00ra@S3A7X0Ri RETAIH FOE FIVB TEARS CR UStlL AIDUED, WIHCHS7EB
IS LATER, AND TSSS BJSTBOT,

IKSPSCTCR'S JOSPCSSS
j _ j ARD LI? I

Siaet kl* x9l*
Datem 1053. -
Quantityi U drwars (8 cubic f e e t ) f"<0V
Fi l e Arrangeaestt Alphabetical by nane of fynap&etar end

chrflmoijOg^oflT th<*r?1n
AtffTOfll Aww«wiifi a^rifln i 2 ^ cubic f o o t

VKD MY

JBLIC WORKS

9 1959

Bach licensed bscoby shop or school is inspected oonthly and an
Inspector'e Report subadLtted. The report la signed by the shop
or school owner or mnagur, as veil as the inspector. Pertinent
data of the report is posted to the Inspection Summary Card.

REfifMMB3fflATTnMi BBTATW FOR THHJ55 YEAfiS AHD MEH SSSSROP.
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IBSPBCTIOIf 31M4ARY CARD

Size* lB x 6*
Dot03: 1$3$
Quantity* It! cubic feet
File ArrangesBntj By year and alphabetical by name of

owner.
Annual Accumulation! l e s s than § cubio f o o t
Disposable Amount i 1 cubic f o o t

A summary o f tits monthly Inspec tor ' s Report i s posted t o t h i s card,
yftich I s ruled for one year* a e n t r i e s * Besides tha swinary, the
card a l s o shossi the nasiss and l i c e n s e mmfcera of a l l employees*
The cords have reference Talus f o r a period o f f i v a y e a r s , Howo-ror,
those for the period 1$3$ t o 19U2 w i l l be re ta ined permanently a s
they are used t o supplement the History Card Filet f o r t h a t period*
(See Item 1 ) .

RSCC^WDATIONi KETAl£? IRSPSCTIOH SQHKAR7 CARDS PKimNtMTU.

STfODEHT RSCCtO)

SlB©» 5" x 8»
Datesj 195U
Quantityi 8 drawers plus 2 ctibic feet (total. It coblo feet]
File Arrangements By naao of eehool and alphabetioal there-

in
Annual Acctasulaticnj $ ouble feet
Disposable Aiaoantt 1 cubio foot

This card is submitted every three months by the school* Zt Indi-
cates tha student* s progress. Upon satisfactorily nsetlng the
Board* s student reqairenentsy the History Card is so noted* There-
after the Student Record Card is referred to occasionally for *
short period* Cards of students uho fail to eoeplete the require-
ments are separated and maintained In an inactiva fila.

RECOKKENDATICHj RETAIN FOR THRSB YEARS AFTSR STUDEHTJESTS^LL.
KEQUIREJSRTS ABO THE9 DSSTROT,

ACCOUITTINQ RECORDS

Date3t 1950 - -
Quantitys 2 drapers
File ArrangWBsntj Chrortologlf>aT
Annual Accuaulatiant Less than § cubic footi
Auditi State

AIM
BOARD K..1

ili

HOV

This item includes all standard accounting fens used by State
agencies as supporting data to the final book of entry, the General
Ledger and the Budgst and Recapitulation Ledger* Tha final V ^ f
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of entry ore to be retained permanently. Specifically those support-
ing records are?

Comptroller of the Treasury

Fora Ko.

E-l-S Distribution ©f Charges
E-l and E- | Transniittal
DD-1 Certificate of Deposit end Bank Deposit Slip
R-2 (forasrly m-2) Monthly Report of State Funds Coll&etsd end

Deposited
Distribution of tfoespended and Obligated Balances

Purchasing Bureau (Department of Budget and Procurement)

1 - A
itf-A
100-16
39-A and UO-A
CF-2
CF-1
100/2U
27-A
CF-3

26-A
52
51

BB-1

Hequialtion for Supplies
Purchase Order
Out-of-Schodul® Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Biaargoncy and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Sotlca of Award of Contract
Credit Sffeasorandum
Report of Partial Delivery

Budget Bureau (Department of Budget awl Procure«esnt)

B.P. Zmr* R1D1
B.P. liw. R102
B.P. Inv. 6

EB-ltO
Budget Fora Sost

1 t h r u l l

Forsaerly BB-1 end BB-2
Budgat Sohodulo Aoandasnt Sheet
Report of Fixed Assets (annual)
Report of Materials and Suppliea(annual)
Katarials and Supplies Physical Inventory

(annual)
Request for Position Action

Budgat Estiffiates Fiscal Year (13 |^e¥'lincliSF7"
lag fara statement) j ^ ; ' -'» -{

BOARD CF
Others I

fenders Invoices
Bank deposit Slips
Bank Statenants
Bank Deposit Receipts
Canceled Cheeks

DWWl

C^o It? HI % -
THBES YEARS CTt UHTH AUDITSD^ UilOHSViaa
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ACCOUNT IRQ RECORDS FOR WHICH JDI3POSAI, HAS BBSH PROVIDED B? A OEBKBAL
RECORDS RETEHTIGN SCHSDUL8

PAXROUi (Pr ior t o Juty 1» 1953)* The agency copy o f t h i s p a y r o l l
fora i s t o be retained for f i v e yecraor u n t i l audited, uhichsvar
i s l a t e r , and then destroyed. (General Schedule Bo* CWL, Item 1-d,
approved by the Board of Public Works, January IX, 19£U)»

PAXROIA JOURHAL - The agency copy i d t o be retained f o r throe yeara
or u n t i l audited, whichever i s la tor and then destroyed. (General
Schedule Ho* 0 - 2 , Xtesi 1-d, approved by the Board o f Public Works,
January H , 195U)*

PAXROtL EXCEPTIONS, Additions and Deductions ~ The agency copy i s
t o be retained for three years or u n t i l audited, whichever i s
l a t e r , and tihtsn destroyed* (General Schedule Ho* 0 - 2 , Item 3 - b ,
approved by the Board of Public Works, January U , 195U).

PAT WARRANTS - The agency copy i s t o be retained for three years op
u n t i l audited, whichever i s l a t e r , and then destroyed. (General
Schedule Ho. G-3, I t a a 3 , approved by the Board of Public Works,
my l o , i^5lt)»

REGEIVIHO VSAHBAHTS - The agency copy i s t o b® retained for three
years or u n t i l audited, «hichsVer i s l a t e r , and then destroyed*
(General Schedule Ho. G~U, I t a a 3 , approved by the Board of Public
Works, Kay 10 , ISSfc).

roAJiSMETTAL fGRM 5 - 1 or &*| (Comptroller o f tha Treasury Fora) i s
t o be retained for three years or u n t i l eudi ted , whichever i s l a t e r
and then destroyed. (Qeneral Schedule Ho* G-5# Item 3 , approved
by the Board of Public tforks, May 10 , 19$h)*

M4STCE AUTHORIZATION

This £t&te-4&5e fora of the CorenJaalongr of Personnel i s the author*
lsation for entering the onplpyGe's turn on the payroll or for caking
any ohancesln the pay rate* Zt also shows a l l pay deductions.

RSCO&CHDATIOHs RETAIN WHB EKPLDTSD AND FOR THREE TEARS AFTER DATI
OP SEPARATION Cffi Wtlh AUDITED, M1IZCHKVES I S USWR,
AHD THSf DESTBOT. '—'

A i * . • • • •
tSAVE RECCRD3

Fi l e Includes the following records!
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Iaave record card - Form SSC 128-A - a standard State*Hid9
; fora, prepared finrnaiiy for each employee^

Leavo applicatioos
Doctor's certificates

NC

P J B U C VvLJKKG

V 9 13o9
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BfffinwwsrgnftTTnu» BCTATB iwifi ymwrc yvatn fs> tarrTy. ^nnyffn^ ^T^TT^^F"

1 3 LATfiE, AHD THEM ISSTBOT.


